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States with Active Notices of Funds Available

Michigan Developmental Disabilities Council
Ohio Developmental Disabilities Council

*Please note: the DD Siite is currently in beta testing and the
funding opportunities listed here may or may not be valid
opportunities. The Councils participating in this program do not
necessarily accept applications online. Please contact your state
Council for further information




Pennsylvania Developmental Disabilities Council

How to Guide to DD Suite

DD Suite:

An online grant application process
2011 marks the first time that the Council is requiring applicants to submit their proposals electronically using the federally approved DD Suite system.   Commonwealth rules, however, still require paper submissions of applications.  Proposers will be able to prepare their applications using DD Suite, print out their final proposal and then submit the written forms as instructed.  We apologize for any duplication of effort that this new process will require as we move toward this electronic submission process.

The information in this “How to Guide” will provide detailed information for users on how to navigate and use the DD Suite system. It may be updated periodically and will contain a revised date in the lower right hand corner. Technical assistance is also available by contacting Sheila Hunter at 717-772-4129 or shehunter@pa.gov 

General Procedures

User Registration

All grantees must register or log in with an email address and password prior to using the DD Suite. This will ensure that each user accesses only that information which he or she has privileges to view.  To register go to http://ddsuite.org/
1. From the DD Suite homepage, under “User Login”, click on “I need an account”. 

2. Enter the organization’s information as requested and click “submit.”

Note: Because this is the first time the PA DD Council is requiring proposal submission through DD Suite, it is not likely that your organization is already listed. The user will have to enter the organization’s information as requested, including “Taxpayer ID Number.” 

3. A confirmation email will be sent to the user’s email confirming the registration.  

4. The user must follow the link to the web page so that a flag is set in the database confirming the registration.
5. If the user does not follow the link to the webpage, the registration is            deleted.

Log in

Each user must log in to the system before adding, modifying, or deleting any information. 

1. User enters email address and password.

2. If either the email address and/or password are not valid, the user is prompted to reenter the information.

3. If the email address and password combination match an entry in the database, the user’s information is retrieved, a session cookie is set, and the appropriate page is displayed.

Log out

Users are automatically logged out of the application after a period of inactivity, roughly 20 minutes or so. This helps to prevent unauthorized access and reduces the use of server resources. Users can also select to manually log out to end their session by clicking a link located on each page.

1. User clicks “logout” link located in top right hand corner of page.
2. User is logged out and taken to the DD Suite homepage. 

Note: If user did not choose a save option prior to logging out, all entries will be lost. 
Save Options

There are typically three options available at the bottom of each screen. You must choose one of these options or your data will be lost and cannot be retrieved.  

1. Save and Close

a. This will result in the data being saved and the user returning to their dashboard.

2. Save 

a. This will result in the data being saved, yet keep the user at the same form.

3. Save and Continue. 

a. This will result in the data being saved and the user being taken directly to the next available form. 

Applying for a Grant Using DD Suite

Once an individual has created an account in the DD Suite 4.0 system, they will be able to access grant applications. 

Grant opportunities appear on the DD Suite homepage. 
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Clicking the link for the Pennsylvania Developmental Disabilities Council will provide users with a list of current funding opportunities. The DD Suite refers to it a “Notice of Funds Available” while the Council calls them “Request for Proposals” or RFPs. 
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Grant Number Grant Title
10-0108 Test Grant
A11-1/11 Funding of the Arts
06-2/11 Real Jobs

Grant Amount
$1,000.00
$40,000.00
$23,000.00

Due By
10/1/2010
10/1/2010
10/1/2010

Date Posted
8/12/2010
8/4/2010
8/3/2010

Date Revised
8/12/2010
8/4/2010
8/3/2010




Selecting a grant by clicking on the “Grant Title” from the current Notices of Funds Available (NOFA) list will take users to the Grant Description. 

[image: image4.png]10-0109 (Test Grant)
Staff
Match
Dates of Service
Date Posted

Notice Description
Background:

Instructions:
Attachment 1
Attachment 2

$1,000
Paul Jarvis Amount $1,000.00
$333.00 Match (Poverty) $111.00
Jan 1,2011 - Dec 31,2011 Application Due Oct1,2010
Aug 12,2010 Last Revised Aug 12,2010

This is sample text to describe the background of a project. This is not an active project being offered by
the Ohio Developmental Disabiltties Council.Itis only for demonstration and training purposes

Applicants applying for this grant will be notified that this is not a "real” grant.
09-Grantee-Guidelines-DD Suite doc
Partners in Policymaking Training - 2011 Update - Final doc

Apply for this grant





Clicking “Apply for this grant” can result in two outcomes:
1) If a user is not logged in, they will see a screen that provides them with three options- (1) “register for an account,” (2) “Click here to login,” and (3) “Continue on to the application.”
[image: image5.png]Applicant Instructions
Thank you for your interest in applying for grant funds. In order to use the DD Suite to apply for grant funding, you must first register for an
‘account. You must provide a valid email address, as important information will be sent to you regarding the status of your application, any
revisions to the grant, and it will be the primary method by which Council personnel will contact you. After registering for an account and
confirming your email address, you may retum directly to this application

If you already have an account on the DD Site, you will need to log in prior to completing your application. Click here to login

In the following screens, you will be asked to provide information regarding several different aspects of your proposed project. Please be
prepared to provide an abstract, or short description, of your project, the names and tities of key personnel, your organization's qualifications,
the methodology you plan to use to accomplish your goals, and a detailed work plan and budget

The application process can take a sigrificant amount of time. You may save your application at any time and retumn to itlater by clicking on
the Save or Save and Close buttons at the bottom of each form. When you have completed each of the forms, you will be asked to review your
entries before subrniting your application for funds. Please review your answers carefully, as you will not be able to make any modifications to
your application after you have submitted it

If you have any questions about the grant application process, please refer them to the grant specialist at the Ohio Developmental Disabilities
Council. Continue onto the application




2) If a user is logged in, they will see a similar screen, but will only be provided with the option to “Continue on to the application.”
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Thank you for your interest in applying for grant funds.

In the following screens, you will be asked to provide information regarding several different aspects of your proposed project. Please be
prepared to provide an abstract, or short description, of your project, the names and tities of key personnel, your organization's qualifications,
the methodology you plan to use to accomplish your goals, and a detailed work plan and budget

The application process can take a significant amount of time. You may save your application at any time and retur to it later by clicking on
the Save or Save and Close bLttons t the bottom of each form. When you have completed each of the forms, you will be asked to review your
entries before subrniting your application for funds. Please review your answers carefully, as you will not be able to make any modifications to
your application after you have submitted it

If you have any questions about the grant application process, please refer them to the grant specialist at the Ohio Developmental Disabilities
Council. Continue onto the application




Clicking the link “Continue on to the application” will take users to the first form contained as part of the application: Organization Staff.
[image: image7.png]Organization Staff ->Project Outline Form ->Project Work Plan ->Project Budget ->Supporting Documentation
and Notes ->Review and Subi

The first step in the application process is to list all relevant organization staff, starting with the Project Director, the Financial Officer, and the
Organization Director. The Project Director s the staff person responsible for overseeing the day to day operations of the project, and is the
primary contact person for the project. The Financial Officer bears the responsibility of preparing and submitting invoices for reimbursemert,
s well as preparing and subrmitting periodic finance reports to the Council. The Organization Director is person with whom signatory athority
rests, or the person who must sign al legal documents for your organization

In smaller organizations with grants below a certain dollar amount, one person may fill all three roles. In larger organizations and for grants
above a certain dollar threshhold, the financial officer may not be the same person as the project director or the organization director. f you are
unsure about whether you need to have a separate financial officer, contact the grant specialist at the Council from which you are applying for
funds

Adding staff here will also set up your personnel with user accourtts on the DD Stite. They wil recieve an automated email advising them that
they have been added to the DD Sitte application and must follow the link provided in the email to activate their account. They will recieve
temporary passwords to use for their initial login. As such, you must provide a valid email address for each staff person added

Project Director Check fthis is you [

Name First Last
Official Title
Email

Phone

Fax

Financial Officer Check ifthisisyou [ Checkif the same as Project Director [J
Name First Last
Official Title
Email

Phone

Fax

Organization Director Checkifthisisyou [1 Checkif the same as Project Director [J
Name First Last
Official Title
Email

Phone

Fax

[ Saveand Close | [Save] [ Save and Continue




Complete each section as fully as possible and select a save option. If users need to complete a portion of the form at a later time, they will be able to locate the form by clicking the form name “Organization Staff” in the navigation box.
[image: image8.png]Organization Staff ->Project Outline Form ->Project Work Plan ->Project Budget ->Supporting Documentation
and Notes ->Review and Submit





IMPORTANT: Clicking a link contained in the application navigation box will result in the loss of any unsaved data. Make sure you select a save option before clicking a link contained in the application navigation box.

The pending application can now be accessed on the user’s dashboard under “Documents.”
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‘Applications
10-0109 - Project Name Not Assigned In Progress





The second available form to complete is the “Project Outline Form.” 

[image: image10.png]Please answer the following questions about your project, taking note of the character limits for each response.

(Limit: 2500
characters)
1. Provide a one paragraph abstract that clearly states the goal and major activities of the proposed project

Remaining
2500





Please note there is a character limit built into DD Suite. The PA Developmental Disabilities Council is in the process of addressing this restriction as it does not institute any restrictions on length. Therefore, if you have exceeded the character limit and require additional space for your entry, please contact the technical support at the PA DD Council as listed on page 2 of this Guide.  

Users who type directly into the field will see the character limit count change downward. 

Applicants who follow the recommended process of copying and pasting data from a Word document into each field in response to application questions must proofread the information to make sure no changes resulted from the copy and paste process. Check for accuracy. Any data that exceeds the character limit will not be retained by the DD Suite.
All questions must be answered. The DD Suite program will not permit incomplete applications to be submitted.
NOTE: The PA Developmental Disabilities Council will NOT be using the “Project Work Plan” or “Project Budget” forms pre-programmed into DD Suite. However, applicants must complete the necessary attachments for the Work Plan (PERT Chart) and budget (Budget Form and Budget Narrative.) 

The final form offered to applicants is the “Supporting Documentation and Notes” form. This form permits users to enter additional pertinent information for Council to consider. In this section, the applicant must include the Title Page, PERT Chart, Budget Form and Budget Narrative. Additional attachments may include the Route to Success Matrix, Indirect Cost Justification, Letters of Support, etc. 
This form permits users to upload supporting documents. Users can attach documents to their grant by taking the following steps:
a)  Download Attachments from DD Suite.  Complete each form and resave (you can rename the document).   

[image: image11.png]Please attach any supporting documentation here.

File formats permitted include Adobe Portable Document Format (PDF), Microsoft Office Documents (DOC, XLS, PPT), Imags
Files (GIF, JPG, BMP, etc.), Compressed File Archives (TAR, ZIP, GZIP, RAR, etc.), Media Files (MP3, MOV, QT, etc.).

HTML files, Javascript and other scripting language files, and executable files are not allowed.

Maximum size for any one file is 128MB.
Document Name/Description

[ Browse.

[ Browse.

[ Browse.

[ Browse.

[ Browse.

[ Browse.

[ Browse.

[ Browse.

Save and Close | [Save ] [__Save and Continue





b) Click the “Browse” button on the far right of the document name.

[image: image12.png]Please attach any supporting documentation here.

File formats permitted include Adobe Portable Document Format (PDF), Microsoft Office Documents (DOC, XLS, PPT), Imags
Files (GIF, JPG, BMP, etc.), Compressed File Archives (TAR, ZIP, GZIP, RAR, etc.), Media Files (MP3, MOV, QT, etc.).

HTML files, Javascript and other scripting language files, and executable files are not allowed.

Maximum size for any one file is 128MB.
Document Name/Description

DODD Recommendation] [ Browse.

[ Browse.

[ Browse.

[ Browse.

[ Browse.

[ Browse.

[ Browse.

[ Browse.

Save and Close__] [Save ] [__Save and Cantinue





c) Locate the file you wish to upload on your computer and either double-
click the file or click it once and hit the “Open” button.

d) Once a file has been selected, users must hit save in order for the 
document to be attached to the grant application.
[image: image13.png]Please attach any supporting documentation here.

File formats permitted include Adobe Portable Document Format (PDF), Microsoft Office Documents (DOC, XLS, PPT), Image
Files (GIF, JPG, BMP, etc.), Compressed File Archives (TAR, ZIP, GZIP, RAR, etc.), Media Files (MP3, MOV, QT, etc.).

HTML files, Javascript and other scripting language files, and executable files are not allowed.

Maximum size for any one file is 128MB.
Document Name/Description

DODD Recomrmendation C\Documents and Settings\janvisp\My Documents\Doc?. doc Browse

[ Browse.

[ Browse.

[ Browse.

[ Browse.

[ Browse.

]
]
]
(Browse... |
]
]
]

[ Browse.

Save and Close ] [ Save ]| Save and Continue






e) Successful attachments will appear on the DD Suite as a hyperlink.
f) Users who wish to remove a document may do so by clicking the [x] 
delete button to the right of the document.

[image: image14.png]Please attach any supporting documentation here.

File formats permitted include Adobe Portable Document Format (PDF), Microsoft Office Documents (DOC, XLS, PPT), Image
Files (GIF, JPG, BMP, etc.), Compressed File Archives (TAR, ZIP, GZIP, RAR, etc.), Media Files (MP3, MOV, QT, etc.).

HTML files, Javascript and other scripting language files, and executable files are not allowed.

Maximum size for any one file is 128MB.
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DODD Recommendation DODD Recommendation

[ Browse.

[ Browse.
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[ Browse.

[ Browse.

[ Browse.

[ Browse.

Save and Close | [Save ] [__Save and Continue





Once all information has been saved, users can continue on to the final form, “Review and Submit.” Users will be able to see all of the information they have entered on a single page.
If any section of the application is incomplete, the DD Suite will not permit users to submit the application. DD Suite does not check for the required attachments, only that the necessary sections of each Form are complete. 
[image: image15.png]()5. Tell us how your project will include people with disabilities andior their family in your activities. Identify both paid and
unpaid roles. Itis better to include people with disabilities andior their families early (ie. in the project design) than later.

() 6. Please provide a description for each item contained in the budget.





Sections that are incomplete will appear in red on the Review and Submit page. 
[image: image16.png]Please correct any items marked as errors (1) before submitting your application




REMINDER: Double check your entire application for accuracy and to ensure that all required information is included BEFORE clicking “Submit Application.”
Applications that are submitted cannot be changed. 

Once a project is submitted, users will see a confirmation the application has been submitted, along with a confirmation code. Please make a copy of the code for your records. Should a question arise as to when your application was submitted, the confirmation code can be used to identify when the application was submitted.

The user must also print and submit the application to the Pennsylvania Developmental Disabilities Council per the instructions in the RFP book (included as an attachment with the RFP on DD Suite) and by the date/time listed in each RFP Objective. Applications not received in hard copy and/or received after the noted deadline will not be reviewed. 

Helpful Tips
· Begin early! Don’t wait to begin the process of submitting your application through DD Suite. 

· Users should print and refer to the RFP book attachments as necessary during the application process. 
· It is recommended that users develop their application in a Word Document and then copy and paste the narrative into the appropriate section on DD Suite. Make sure to review the information pasted for accuracy. 
· Users should save often when working in DD Suite so that data is not lost. 

· Users should save required attachments to their computer and modify them as necessary for submission with their application. This includes the Title Page, PERT Chart, Budget Form and Budget Narrative. 

· Review ALL of the application before submitting it in DD Suite. Once you have submitted your application, it can not be changed. 

· Remember to print and submit your final application along with seven copies to the DD Council as instructed in the RFP book. It is required that the Council receives both the electronic and hard copy by the due date listed in each objective. 
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